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----- BEGINNING OF NEW ANNEX -----
Annex A - Rapporteurs Checklist for Draft Deliverables

As specified in the clause “7 – Deliverables and Release Management” of the document ADM-0004 Method of Work, after input contributions have been agreed for incorporation into a draft deliverable, the Rapporteur for that Deliverable first generates an output draft as a contribution (temporary document). When this contribution is agreed itself, then the Rapporteur shall upload that contribution same as a permanent document as the agreed output draft.

Immediately before uploading that agreed output draft, the Rapporteur is encouraged to check the following.

3.1 Header Page

On the (first) header page of the Deliverable, the following information shall be available in the respective fields:

· Document Number: the document number shall be of the following form:
TR-xxxx-Va.b.c for a Technical Report or TS-xxxx-Va.b.c for a Technical Specification,
where xxxx is the Deliverable identifier and a.b.c the version number
The version number shall comply to the rules of the oneM2M Method of Work, § 7.8 - Version numbering.
As for the format of the version “sub”-numbers a, b and c, these shall not include heading zeroes: correct version numbers are for example “0.6.2”, or “1.13.1”, but “01.13.01” is incorrect as it includes unnecessary heading zeroes. Also, the complete document number does not include “oneM2M” or the textual document name.

· Document Name: the document name shall be the document name exactly as specified in the Work Item.
In particular, this document name shall not include “oneM2M”, it shall not include “Technical Specification” or “Technical Report”, it shall not include a document number or version number, and it shall use normal space characters when required (and not hyphen or underscore characters).
· Date: the document date shall conform to the following format: yyyy-Month-dd
Examples: 2014-August-12, or 2013-March-22
· Abstract: the abstract part gives a short description of the content of the document. The format of the abstract is free.

Examples of header sections:

	oneM2M

Technical Report

	Document Number
	TR-0008-V1.0.0

	Document Name:
	Analysis of security solutions for oneM2M system

	Date:
	2014-April-10

	Abstract:
	The TR analyses security issues which may arise from use cases, captures relevant threats, maps them to the security requirements and derives possible security mechanisms.


	oneM2M

Technical Specification

	Document Number
	TS-0004-V0.6.2

	Document Name:
	Service Layer Protocol Core Specification

	Date:
	2014-September-09

	Abstract:
	The present document specifies the communication protocol(s)  for oneM2M compliant Systems,  M2M Applications, and/or other M2MSystems.The present document also specifies the  common data formats, interfaces and message sequences to support reference points(s) defined by oneM2M.


3.2 Document meta-information

The following document properties shall be filled as follows in Microsoft Word:

· Title: the “Title” property should be filled in with the Document Name, exactly as specified in the Work Item (also see “Document Name” above), with no document number, no “oneM2M”, no “Technical Report” or “Technical Specification”, using normal spaces as required (no hyphens, no underscores).
Example: “Analysis of security solutions for oneM2M system”
Example: “Service Layer Protocol Core Specification”

· Author: the “Author” property should be set to “oneM2M”.

The document properties above can be accessed in Microsoft Word 2010 in the “File” register, on the right-hand “Properties” part of the screen. 
3.3 Document file names

The document file name shall be of the following form:
TR-xxxx-The_Deliverable_Name-Va_b_c.EXT or TS-xxxx-The_Deliverable_Name-Va_b_c.EXT

Where “The_Deliverable_Name” is the actual document name as specified in the Work Item, where special characters (including the space character) are replaced with an underscore character, and EXT is the uppercase file type extension.

Document file names shall not contain any space character but underscore characters instead.

The document file name format described here above shall also be used for the files contained in a zip file uploaded as a whole deliverable. This is for example the case when such zip file contains different “variants” of the same deliverable, for example a variant with revision marks and a clean variant. In such a case, the respective file names shall start as stated above, and then include details about the actual variant of the deliverable, for example:
TR-xxxx-The_Deliverable_Name-Va_b_c(cl) for the “clean” variant of a deliverable
TR-xxxx-The_Deliverable_Name-Va_b_c(rm) for the “revision marked” variant of a deliverable.

3.4 Document internal history

The document shall include at its end a section called “History” precisely listing all contributions agreed in the Working Group and incorporated by the rapporteur(s) into the relevant versions of the draft deliverable.
3.5 Deliverable upload webform on the oneM2M portal

In order for the oneM2M portal to generate document names conform ot the format described here above, the following rules should be followed when uploading a deliverable onto the oneM2M portal.

· Shortname field: the “Shortname” field of the upload webform shall contain the Deliverable Name, exactly as specified in the Work Item, with no document number, no “oneM2M”, no “Technical Report” or “Technical Specification”, using normal spaces as required (no hyphens, no underscores).
Example: “Analysis of security solutions for oneM2M system”
Example: “Service Layer Protocol Core Specification”

· Title field: the “Title” field of the upload webform shall contain the exact same information as the shortname field above.

· Version field: the “Vers.” Field shall contain “va.b.c”, where a, b and c describe the document version number without leading zeroes (as described above).
----- END OF PROPOSED NEW ANNEX -----

© 2014 oneM2M Partners

Page 1 (of 4)

